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Introduction

‘ne follnvirg pages occortain suggestions relating To the sontent. obleetives, and
vperation of 2 cieenout camneign in the Weshingtor D.C. mrea. bsged on the

sxpeienee of GSA ard orher agerncies.

& oe contalning mors qeialled {pformetion on pricr campaigns may be examined Ly
AABUOY TRCOrIS aistgon ~{ficers.  To do so. they shoxld eall the Office ~nf Feders:

ieeords Centers. Nasicnal Archives and Records Sarvice. GSA {Code 13, extereinrn 35188)

#an’ s a Records Cleanout Cemmaign?

A rerords cleanout cemraigr 18 a concentrated effort over a Tixed period of dime to
rarafer from office space and egquinment, or tn desircy, records nov needed ir

Y1y agency business. Jr surh s campalgn records are:

e

Septroyed immedlavely in accordance with authorized records control schedules,
nrogeneral records schedules as adapted Ty the agency, or

Trengferred to Federal Records Centers or to agency holding areas.

vles mormally ddeniified by a department or agency as pon-record materisls should

e included in the canm aign.
Srperally, auch a campaign has the following elements:

Flannd e

2 Trrairg Dlresrives

* Fublietizing
Hrgtroviog and Transferring Records
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The Pedesral Heooras Aot of 1980
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WES Wil 0@ ¥s% heavily Tnwalved in the slesncnd
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FTALLDLEY GTN@eRm Wil or should ned fake more than one davy, can be nreseried as
woovds disposal werkshon v a3 A gertes of question and ansver gessions. In
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SMEOESLDINg rrogrem shovid he introduced by a discussion of what the agency hes done
e ast in destrovisg and trevsferring records. apd how the records cleancut.

cefnies o the dis-osal progran.
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Here are questions and sasvers pertaining to the ms jor aspeets of techniques used

in the records cleanocut.

a. ¥hat recordn msy be destroyed”

files are destroyed during & clesucut under one of the following

authorizations:

hgency recorde schedules

- General recosds schedules prepared snd issued by GSA, and ndepted
by the sgeney

« hgency stenderds for the destruction of non-record materials

I¢ shovld be emphasiced thst reecrds sre to be destroyed only if they ere
«ligible umier suthorized schedules, und that if there is uny doubt the

reccrds 1o quection should be trunaferred rether tian risk illegsl disposel.

n. thet records should be retuined:

Although the cleéncut campalon emphnsizes dispcoral; recognition amd attenticn
should he given to rerwrds of parmanent value. Agencies lox which a reccris
rvetention plan exietlr should ipsure that oo archival reccords deseribed in it
are destroyed. They can, of course, be transferred ns part of the clesnout
campalgr. I o records retenticn plan does not exist, reccrds earmarke? ne
“permanent” or 'retain’ in agency records control schedules ehould be

traneferred.

~. Uhet records should he transferved?

Ir general, recards are eligibhle for transfer if they are referred tc nct mnre
tharn oncg a month per 1) draver. This should not e an inflexibis standser.
Fiie custodisns themuelves are the be:t judges of what should be sent Lo 45«

records center. They should, hevever, be acked o ustify contimued reisotion
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Ut DONSLBDEr TRCOrdR o6 runs tevad?
Transferied pecords mav iociude magnetic tape sound recordings, woLion

pietura film, video tape, morofilm, and other nog-paper records.

#ow should nos-record material be mansged?

The records cieamout drive shouid ineciude both record and non-reqord
materinl - Little effort shouid be expended in attempiing to d'stinguish

petwess Teowrd and nonerecord materiai. Both normally carry cetentiom

pariods, buth occupy file equipment; and both should be cowmted as Jart ot

campeige reauits. Furthermore, the cleanout should inciude reference
materiaise in office bookcases and ou sheives maintained for iocal use.
Materisl in agemey libraries, or stocks of publications or similar
materials in supply rooms, may be inciuded in the camyaign but shouid not

v peporived in the campalgn resuits.

How can file breaks be used in the clesnout?

Pile hremks, i.e. file cut-offs, can facilitate the transfer of a DPordics

of & jarge riie which cannot be tramsferred in i's entirety. This tedhnigue

je used mainiy for correspondence or subject filer, but 1t can also be appiied

+5 closed case or trmpsaction files.

¢, Reporting

Rapurts of accomplishment should contain at least five items of informatiom:
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. Wolume of records destroyed, in cubic feet

. Foiume of records transferred, in cubic feet
. Bunber of rile cabinets relessed for re-use
. lLinear fest of shelving released for re-use

. Square footage ol space recovered, il any
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e fesguency of this veport depende on the length of the clespout campetan.

Sy}

A the compaign 1w +o cover iema than ome momth, only a final report ahonid
S veediedl . Howvever, s campeigr lasting more then ooe month 2hould requine

QL reast o PTOgress repoTt and. of course., a final )

&

By rRport rom the recorde afficer to sanfor sgency mansgemant PPiciate

2t the evd of e & papreypt wjm o

# Sty recort to the Aseistant Archivial for Federal Records Cemters:
ML B davs sfter the clespout campaiga.

S %’fﬂﬁ&t;@ﬁ shozid insure thut they have the atatisties to demonstrars ~he

Cleendgs of thelr campeigns,

Dtbae Beaefits

el e dwmediste oo jestives, & reeords clesnout may disclose related avess *or

Wi lmrovesents . Fotential arsss may inelude:

m. Meblery conkeols over vecord: cresti
i MEEGle over o in correspondence,. forme.
WA PERuEbE . ? mmﬂy ce. Forae g

wo o Amgroved veeords maintevense and Piilas classification systems .

wo  IMpEOved recards schedules, because present s I w Lo
A FELoule b0 apply, o &6 » e mehedu?s are outdated. aws: foo

do Improveo wtilization of f1iimg eouineent.

v Belesse of Yilimg equivessy frr reonse ar for declavation as excess.

Declassified in Part - Sanitized Copy Approved for Release 2012/06/28 : CIA-RDP73-00402R000100100003-0

s ]

e



Declassified in Part - Sanitized Copy Approved for Release 2012/06/28 : CIA-RDP73-00402R000100100003-0

' SENDER WILL cuscmmATmN TOP AND BOTTOM
‘| UNCLASSIFIED | | CONEIDENTIAL | | SECRET

OFFICIAL ROUTING SLIP

= STAT

NAME AND ADDRESS DATE INITIALS

ACTION DIRECT REPLY : PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT , FILE RETURN
CONCURRENCE , INFORMATION SIGNATURE

Remarks: | | |
@ommaﬁ oo W"‘ %/ ‘47{“4
WARS ponsmstmsar=gf 0 7
%WW @(,WV/@\, ~ SM';%/Z«W |

Yl TR Hnids bt few.é tuireg b
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FOLD HERE TO RETURN TO SENDER
FROM:A NAME, ADDRESS AND PHONE NO. . DATE

“ONFIDENTIAL | SECRET
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Called Dr. Angel of NARS, about the f\)é( oRDS
cleanup campaign. —TT
He said the campaign wi 11 be held
from Sept 1968 thru May 1969. Each
agency will be asked to schedule a month
and coordinate the time with GSA., GSA
will have help available, if needed, and
will supply the trucks to cart the material
to the Records Center,
The campaign will be primarily for agencies
in the Wash DC area with emphasis on the use
STAT of the lfecords Center|
Dr. Apgel said the campaign will be
discussed at dhe R,cords Officers meeting
in the spring. ’ .

Vince,

STAT

e 1, 1960 7
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